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CREATE MYACCOUNT
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STEP 1: REGISTER ACCOUNT
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If you do not have login credentials click register account here:

Hints and Tricks:

• You will need your account number and supplier agreement number in 

order to register your account. Both can be found on your bill (next page)

• Setup should take less than 5 minutes



C O N F I D E N T I A L

FINDING MY ACCOUNT AND METER # SUPPLIER AGREEMENT ID
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• The Account Number can be found in the upper right hand corner on page 4 
of your bill.

• The Supplier Agreement # can be found on page 4 of your bill.
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STEP 2: PROVIDE INFORMATION
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Enter the required information and click NEXT:
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STEP 2: TROUBLESHOOTING
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NOTE: If there is already a web account associated with a person the page will 

display like this:
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STEP 2: TROUBLESHOOTING
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NOTE: DLC has specific username and 

password requirements.



C O N F I D E N T I A L

NAVIGATING “MY ELECTRIC USE”
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STEP #1: ACCESS “MY ELECTRIC USE”
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Select Energy & Money Savings in the Top Navigation Bar and then navigate to 

“My Electric Use”

Hints and Tricks:

• You can also use MyAccount to view rebates and incentives
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STEP #2: REVIEW YOUR USAGE AND KEY DETAILS 
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Hints and Tricks:

• Business customers can view their usage, cost, and other facility specific 

insights

• Customers can download their interval usage data and account information
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BUILD YOUR “WHOLE” BUILDING 
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EPA PORTFOLIO MANAGER ACCOUNT SETUP 

• Navigate to “My Account” and then select “ENERGY STAR Facilities”
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ACCESS PORTFOLIO MANAGER

• Login to Portfolio Manager at: https://portfoliomanager.energystar.gov/

• Create an Account if you have not already done so

• Add a Property to share/receive data from the MyAccount

https://portfoliomanager.energystar.gov/
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ADD NEW FACILITY

• Name your ENERGY STAR building (recommended that this match what you 
call the building in the EPA’s ENERGY STAR site)

• Add individual tenant meters using search field (see next slide)
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ADD TENANT METERS

• Meters can be searched by address or customer name

• Use quotation marks “” to search for specific fields and to limit the search

• Unlimited number of tenants can be added

• Searching by multiple addresses is allowed for one virtual building
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AUTHENTICATE FACILITY

• Buildings with 3 or less tenants will be prompted to verify that all tenants have 
authorized data transfer

• Buildings with 4 or more tenants do not have to verify authorization

• One service agreement number must be provided to authenticate the user 
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AUTHENTICATION CODE

• The Connection Code displayed upon successful authentication is critical to 
linking your account to EPA’s ENERGY STAR portfolio manager

• Information is provided here for connecting to “Duquesne Light Company”
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AGGREGATED MONTHLY USAGE

• Aggregated monthly usage should be viewable and exportable for the 
combined tenant usage in the virtual building

• Links are provided at the top of the page for updating the connection with 
ENERGY STAR portfolio manager
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SUBMIT DATA TO ENERGY STAR 
PORTFOLIO MANAGER
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ACCESS PORTFOLIO MANAGER

• Login to Portfolio Manager at: https://portfoliomanager.energystar.gov/

• Create an Account if you have not already done so

• Add a Property to share/receive data from the MyAccount

https://portfoliomanager.energystar.gov/
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CREATE A METER
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CREATE A METER
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• Make sure to populate Date Meter became Active and Units

• Select “Create Meters”
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INITIATE CONNECTION

• Select “Contacts” in the upper right

• Add “DLC” or “Duquesne Light” in the “Search for new Contacts” Button
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INITIATE CONNECTION

• Select “Connect” for “Duquesne Light Company”

• Connection takes ~2 minutes to be approved

• Agree to the Terms of Use

• Select “Send Connection Request”
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COMPLETE CONNECTION

• In the Notifications section of “My Portfolio” there will be a message 
indicating that the request is sent. 

• After ~2 minutes, a refreshed screen will indicate that the user is now 
connected to “Duquesne Light Company”
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SELECT PROPERTIES FOR SHARING

• Select Property(ies) to 
be shared in step 1

• Select Duquesne Light 
Company for the Select 
People

• Selected “Personalized 
Sharing and Exchange 
Data” in Step 3
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SELECT PERMISSIONS

• Select “Exchange Data”
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FINALIZE SHARING

• Enter the Confirmation Code from the MyAccount and select “Full access”. 
No other information needs to be selected.

• Share Forward is not required in order to enable the data exchange.
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REVIEW CONSUMPTION DATA
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MANAGE CONSUMPTION DATA
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OPTIONAL: CUSTOMERS WITH 
EXISTING METER 

CONSUMPTION DATA
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• The existing meter in ENERGY STAR Portfolio Manager can be marked as 
“inactive”

• Typically, this would be marked inactive on the last bill date
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• Create a new meter, and list the Active date to be equal to the inactive date in 
the old meter

• Link the new meter to MyAccount following the instructions above

• Only data collected since the Active data will be automatically populated
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FAQS AND APPENDIX
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DATA DICTIONARY

DLC:
• Account number – The account number represents the master billing number for your accounts. See 

slide 3.
• Meter number – For purposes of creating a MyAccount with DLC (slide 2), the meter number found 

on page 1 of your electric bill. 
• MyAccount – MyAccount is an online account with DLC that allows and end user to view their bills, 

energy consumption, and other account specific information. 
• Supplier Agreement Number – This supplier agreement identifies a specific meter. An account 

number can have multiple supplier agreements associated with it.

ENERGY STAR Portfolio Manager:
• Account number – For purposes of ENERGY STAR portfolio manager, the “Account Number” field 

should match 1:1 with the DLC Supplier Agreement Number defined above.
• Contact – A contact in ENERGY STAR Portfolio Manager is a third-party user to which an end-user 

can connect. Contacts can be used to enable the sharing of energy consumption data.
• Data Exchange – Once a user connects with a Contact, and shares a Property and a Meter with that 

Contact, the user can initiate a Data Exchange automatically with MyAccount.
• Meter – A meter represents a unique measurement point for energy consumption.
• Property – A property represents a unique facility for which a user can report energy consumption. A 

property may consist of multiple meters (typically at least 1 each of water, electric, and thermal 
consumption).

• Share – Once a user connects with a contact, they must Share both the Property and the Meter with a 
Contact in order to complete the Data Exchange process. 

• User Confirmation Code – In order to connect to a Contact, the user is prompted for a User 
Confirmation Code. This is found in MyAccount.
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